Filing with CM/ECF

You can see from the following example that CM/ECEF is very easy to use. These windows show
the steps you would take to file a motion using CM/ECF. Although each court can tailor specific aspects

of docketing processes, such as the selections and text displayed, the basic process is the same for all
court types.
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1. Prepare the document

Curontpiter
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You can create the document to be filed by using any
word processor. Then select Acrobat PDFWriter as the
printer to prepare your document for CM/ECF.
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In filing a document, you just show CM/ECF that this is S
the document you want to file (see Step 8).
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3. Select a function
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2. Log into ECFp
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Notice

This is a Restricted Web Site for Official Court Business only. All

activities and access attempts are logged. Evidence of unauthorized or
criminal activity will be forwarded to the appropriate law enforcement
officials for prosecution under Titles 18USC152 and 18USC3571.

Login

Login: [[
oy [ U.S. District Court o
District Development System

Login| | Clear Official Court Electronic Document Filing System

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this
system are subject o Federal Rule of Civil Procedure 1. Evidence of unauthorized or criminal activity will be
Jforwarded to the appropriate law enforcement officials under 18USC152 and 3571.
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4. Select the document type
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5. Enter the case number

3% District Development System - Netscape.
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Service of Process
Motions

Notices

Trial

Other

Orders ...

Open a Case
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Civil Events File a Motion
Civil Events by Document Filed
Complaints : pa-1111 Enter a case number in the format [1:]96[-,cv,cr]12345.
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6. Select the party
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Please select the filer.
If a Party Is Not
Select the Party: ~ OR Select a Group: On The List:
Add/Create New Party

Urited States of America [pty.dff © No Group

© All Defendants
© All Plaintiffs
© All Parties

o] ciar | You can select the individual
party already associated with
the case, or you can use the
“group” option.
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8. Specify the document

31 District Davelopment System - Netscape

FEile Edit Yiew Go Communicator Help
i 5 A & 2 £ 3 & @ L
i b o afn R B

Locaiion g /72 o Upload Kk E—

o
%) Members 9 WebMail

DCN Lookin: [ Sypdfles
District  CoutPage E% oo Logout 7 ).
Event ([ gy igos por
Development

ap_ad.od
0838 pof a|
icense.pof
tion.pf

File a Motion

Tutor o pct
Date document filed (mandatory)

[{o7a71958 | File name: [motion3 pdt B
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¥ Last Document (clear this check box if you have attachments to submit with this transaction).

Select the pdf filename of the document you are filing,

Please view the PDF document hefore you submit it. This ensures that you are filing the correct document snd
that the PDF conversion process worked properly.
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[ e | wemes | ji | YOU Can browse your file list to i
select the filing document by

using the Browse button.
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10. Review the docket text
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File a Motion

Please modify the docket text as appropriate

] Motion for default judgment
Responses due by 10/21/1998, filed by John Smith on behalf of Jones Inc. .(Smith,
John)

Next|  Clear

You can modify the generated
docket text or just press the
Next button.
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7. Select the relief(s)
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File a Motion

default judgment
Motion for directed verdict
Motion for disbursementdisribution
Motion for extension of time to answer 3rd-Party complaint
Miotion for extension of time to answer amended complaint
Miotion for extension of time to answer complaint
Motion for extension of time to answer/reply to counterclaim
IMotion for extension of time to answerfreply to crossclaim =]

Next Clear.

The list items shown for selection are
determined by the court.
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9. Specify the details
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File a Motion

I Does this filing refer to an existing document in this case? (If yes, click on the box)

NOTE: Ifthe event you are docketing is an answer/response, you will be prompted on a subsequent screen for
its related motion. Therefore, do not click on this box to establish a relationship to the motion you are answering.

Response Deadline

Responses due

[10/28/1998 _ Calendar
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o 4 The details provided in this window are

sl 09} Jetermined by the court. In this window, the
person has selected a response deadline by using
apop-up calendar.

11. Done!
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U.S. District Court
District Development System
TEST Notice of Electronic Filing
Case Name: Jones Inc. v. United States i . _
Case Number:  1:98cv 01111 CM/ECF gives you afiling receipt to
Document Number:2 .
print or store on your computer. A
Docket Text:

Motion for default judement Responses due by 1 NOtiCE Of the filing isalso sent viae-

“The following document(s) are associated witn | Al t0 Other participants and interested
parties, who can view the document and
docket sheet without logging into CM/
ECF.

Document deseription:Main Document
Original filename:C:/ECF/pdf files/motion3.pd]
Electronic document Stamp:
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Cases Filed PerformaFull Text Search  View a System Log File CM/ECEF offers awide vari ety of
Calendar by Case or Judge View System Transaction Log
Pending Deadline/Hearing Statistical Reports Security Incident Report reports. Y ou can select one of these,
Pending Motions Create SD Reports . .
Motions and Related Filings Transmit SD Data Dictionaries the Docket Sheet, to verify the filing
Docket Activity Display SD Reports Law Dictionary . . .
Case Flags Medial Dictonary we just completed in this example.
Mail Notification Requests
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HH H mited States of America represented by John Jones
The Docket Sheet shows the filing just Gk St N
. ‘Washington, DC 12345
completed. You can click on the 1244567
document number to display the
. Docket Text.
Date #
associated PDF document. o
0/06/1998 1 Complaint (3 summons and Magistrate Consent Forms issued) against United States of
America filed by John Smith on behalf of Jones Inc. Filing fee collected, receipt
filed by John Smith on behal
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The following can be found at the Judiciary’s Internet site (www.uscourts.gov):

"Electronic Case Files in the Federal Courts: A Preliminary Examination of Goals, Issues and the Road Ahead,”
March 1997.

“Local Rules and Procedures Governing Prototype Electronic Case File (ECF) Systems in the Federal District and
Bankruptcy Courts,” December 1998.

"Electronic Case Files: Interim Technical Standards and Guidelines." February 1998.
Inquires can be directed to:

Electronic Case Files Initiative, Gary Bockweg, Project Manager
(202-273-2736; bockweg@teo.uscourts.gov)

Electronic Case Files Prototype, Michael Greenwood, Project Manager
(202-273-2748; greenwoo@teo.uscourts.gov)

Summer 1999



